USING APPLICATIONS IN THE
S.C. LEGISLATIVE STAFF PORTAL

Legislative Services Agency (LSA)

Legislative Services Agency (LSA) has created the Legislative Staff Portal to provide
members and staff of the S.C. General Assembly Legislative Network access while working
away from the Legislative Complex. The Legislative Staff Portal enables secure email
and file access from internet capable desktop computers, laptops and mobile devices such
as tablets, pads and smart phones.

Legislative Staff Portal provides a custom desktop with access to:

S.C. Code of Laws Annotated version of the SC Code of Laws

Microsoft Outlook E-mail Access to Email, Calendar, Contacts

Microsoft Word With the capability of saving files to your personal Network Drive.

Microsoft Excel With the capability of saving files to your personal Network Drive.

Microsoft PowerPoint With the capability of saving files to your personal Network Drive.

Employee Leave System Legislative Leave system

Internal Website Training Materials such as the Training Calendar and Legislative
Directory

User Documents Access directories containing your Microsoft Word, Excel and
PowerPoint files. Edit and save files within the Legislative network via
the Portal.

Access the Legislative Staff Portal
NOTE: Installation instructions can be found at www.scstatehouse.gov. Select the
Training and System Information link (available while accessing the website within
the LSA network at the State House Complex).

1. From the South Carolina Legislature website -www.scstatehouse.gov - click the
Staff Portal link.
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2. Enter your Legislative Network username and password

. “ ’ . . SC LEGISLATIVE STAFF PORTAL
in the “Welcome ” dialogue box.

Remember, your network password is case-sensitive.

3.  Clickthe “*99" pbytton.

Welcome
Please log on to continue.

S
User name:

4.  When log-in is complete: ‘ s
¢ the Citrix Staff Portal icon will appear on your Systray near the N e
bottom of your computer’s screen 2 Gl s barer iz Gk sppbemsons 1 ot

windows).

This site is intended for authorized users only.
If you experience access problems contact the site

and s

o the S.C. Legislative Staff Portal Desktop will be presented.

[ scarch P] toggedonastukeranan ‘ Q SC LEGISLATIVE STAFF PORTAL
Main Select view: ¥
— —1 _— =
& Ixz (¥ ) = < = ([
Annotated Code of Excel 2007 Internal Website Qutlook 2007 PowerPoint 2007 User Documents Word 2007
Laws.
Hint: You can view your resources in several different ways. Use the Select view control to change the way that your resources are displayed. %/
Please Note:

The quality and speed that you experience within the Legislative Staff Portal can be
affected by several factors such as:

your internet connection type (such as broadband or dial-up)

e your Internet Service Provider (ISP)
your internet connection speed (ISPs offer various levels of speed, such as Turbo and
Ultimate)

To request assistance call the LSA Service Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Accessing Microsoft Outlook (E-mail)

IC]
. . ‘Qutlook 2007 i . . . .
1. Click the Outlook icon . There will be a brief waiting period while the Outlook
application loads.
TO CLOSE
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3. Click the desired E-mail item to open
and read it. et i
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4. Click the Calendar button to access Outlook calendar
5. To Click the Contacts tab to access Outlook contacts.

6. Click the “x” in the upper right corner of the Outlook window to return to the Legislative
Staff Portal.

To request assistance call the LSA Service Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Accessing Microsoft Word, Excel or PowerPoint

" ,_|
Iz [z =3
Word 2007 Excel 2007 PowerPoint 2007
1. Point to the desired LSA application.

2. Click once to open the LSA application.
3. Utilize the programs as needed.

4. NOTE: Files can be opened and saved to your Legislative Network locations or your Local
Disk, including your local My Documents and Pictures libraries.
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5. Click the “x” in the upper right corner of the program window to exit the application and return to
the Legislative Staff Portal.
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Accessing the S.C. Code of Laws

&

Annotated Code of
Laws

1. Click the Annotated Code of Laws icon . There will be a brief waiting period
while the Annotated Code of Laws application loads.

2. The S.C. Code of Laws window will appear listing all the Titles to the Code of Laws.

Toclose S.C.
= [l Code of Laws

code/st O ~ & ” 3l South Carolina Legislatur.. > ‘ ‘ Ny €23
Ip

o~ ~ [ d® ~v Pagew Safetyw Tooksw @~

Committee Information Legislative Council Citizens’ Interest Publications

‘South Carolina Law > South Carolina Code of Laws.

South Carolina Code of Laws

Search the Full Text of the Code of Laws

January 10, 2014 3:00 PM - The 1976 Code of Laws updated through the 2013 Session of the General Assembly is now
available.

Title 1 - Administration of the Government

Title 2 - General Assembly

Title 3 - U.S. Government, Agreements and Relations With
Title 4 - Counties

Title 5 - Municipal Corporations.

Title 6 - Local Government - Provisions Applicable to Special Purpose Districts and Other Political Subdivisions
Title 7 - Elections

Title § - Public Officers and Employees

Title 9 - Retirement Systems

Title 10 - Public Buildings and Property

Title 11 - Public Finance

Title 12 - Taxation

Title 13 - Planning, Research and Development
Title 14 - Courts

Title 15 - Civil Remedies and Procedures

Title 16 - Crimes and Offenses

Title 17 - Criminal Procedures

Title 18 - Appeals

Title 19 - Evidence

Title 20 - Domestic Relations

Title 21 - Estates, Trusts, Guardians and Fiduciaries
Title 22 - Magistrates and Constables

Title 23 - Law Enforcement and Public Safety

Title 24 - Corrections, Jails, Probations, Paroles and Pardons
Title 25 - Military, Civil Defense and Veterans Affairs
Title 26 - Notaries Public and Acknowledgements
Title 27 - Property and Conveyances

Title 28 - Eminent Domain

Title 29 - Mortgages and Other Liens

Title 30 - Public Records

Title 31 - Housing and Redevelopment

Title 32 - Contracts and Agents

Title 33 - Gi 15, ips and i
Title 34 - Banking, Financial Institutions and Money

Title 35 - Securities

Title 36 - Commercial Cade

Title 37 - Consumer Protection Code

Title 38 - Insurance

Title 39 - Trade and Commerce

Title 40 - Professions and Occupations

Title 41 - Labor and Employment

Title 42 - Workers' Compensation

Title 43 - Social Services

Title 44 - Health

Title 45 - Hotels, Motels, Restaurants and Boardinghouses

Title 46 - Agriculture

Title 47 - Animals, Livestock and Poultry

Title 48 - Envirenmental Protection and Conservation v
Title 49 - Waters, Water Resources and Drainage

3. Click the desired S.C. Code Title link in order to open.

4. Click the “x” in the upper right corner of the Annotated Code of Laws application window
to return to the Legislative Staff Portal.

To request assistance call the LSA Service Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Accessing the S.C. Legislative Leave System

g
. i Leave System . . . i X
1. Click the Leave System icon . There will be a brief waiting period while the
Leave System application loads.
To close S.C.
Leave System
e scstatehouse.gov/ PN~c || & Web Leave System x | |

tes Tools Helf

April 4, 2014, 09:56:52 am

User Name

Password

2. The S.C. Legislative Leave System log-on dialogue box will appear.

3. Log-in as normal to access leave information.

4. Click the “x” in the upper right corner of the S.C. Legislative Leave System application
window to return to the Legislative Staff Portal.

To request assistance call the LSA Service Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Accessing User Documents

User Documents.

1. Click the User Documents icon . There will be a brief waiting period while
the network give you access to files located on Network Drive G:\ (your network personal
drive.)

Files located on Network Drive L:\ are not accessible via the LSA Staff Portal.

2. The Open Dialogue Box (Windows Explorer window) will appear displaying files and
folders located on Network Drive G:\.

ﬁ

) (5 » Computer » Valereideo Q\netagpSiumerdoa) () » o | by || Seorcn Verievides NinetappSiusent..

Oeganze v New folder = 8
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. . ) Bullets.docx
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Pane
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&) Indent 3 Tab.docx

) Mamiage in the Codedocx
1) Macting Agenda docx
1) Mukigie Parsgraphs.doce
) My Wiatermat docx
1) Page Border.docx

) Paragraph Algament docx
\ ) Paragraph Formating docx

. —

Folder and
File Pane

Controlling the display of information in Open Dialogue Box (Windows Explorer window)

You may need to adjust the width of panes in the left and/or right panes of Open Dialogue
Box to see information more clearly.

Here’s how: a. Hover on the column border located in the right edge of the
(Navigation Pane.

To request assistance call the LSA Service Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Accessing User Documents (continued)

a. Your mouse pointer will change to a double-sided horizontal arrow
<«— when your mouse is in the correct position on the pane border.

@@vl? v Computer » ValerieVideo (\\netapp5huserdata) (G:) »
Organize - Mew folder
4% Favorit Marme . Date medified Typ
B Deskd |, AppData 10/19/2012 9:45 AM  File-
& Dowr i3 Contacts 10/19/2012 9:46 AM  File-
&l Rece i Desktop 12/31/2013 4:44 PM  File-
& Downloads 10/19/2012 9:46 AM  File-
rl E Librarie E'f Fawvorites 10/19/2012 9:46 AM  File-
4 @ Dacu | My Documents 10/21/2012 2:08 PM  File-
4 & Musi 1. Start Menu 10/19/2012 9:46 AM  File-
I» =] Pictu L WINDOWS 3/28/2014 1:24 PM File-
[ ! Widee @ Annual Overview.docx 12/12/2006 10:41 ... Mici
@ Bullets.docx 2/23/201212:09 PM Mial
| & 1% Compt @ Congratulate Letter.docx 12/13/201312:24 ... Mici
@ Control Q.docx 4/12/201211:52 AM Miar
[ P Editing Practice.docx 1/23/2014 544 PM Mic
@ Indent vs Tab.docx 12/13/201312:22 ... Mici
i @ Legislative Process.docx 4/12/201212:02 PM - Miar
Double-sided (] Margins Explained.docx 12/13/20131223 .. Mia
arrow T ¥ Marriane in the Cade daee 12/ 2011 Q3R ARA bdim

Pane border

b. Depress and hold your left mouse button.

c. Push the mouse to the left or right to increase or decrease the width of
the pane until information is clearly visible.

Double-click to open the desired file or
Double-click to open the desired folder.
4, The associated editing application will open along with the file that you select.

Example:
Double-clicking a Microsoft Word document will automatically open the file in Microsoft Word.

Double-clicking a Microsoft Excel spreadsheet will automatically open the file in Microsoft Excel.

To request assistance call the LSA Service Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Accessing User Documents (continued)

You may open multiple files and multiple applications simultaneously.
Make editing changes to your file(s).
Remember to save the file before closing the application.

© N o Ou

Click the “x” in the upper right corner of open LSA the application window(s) to return
to the Legislative Staff Portal.

To request assistance call the LSA Service Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Accessing the Internal South Carolina Legislature website

Advantages of accessing the internal South Carolina Legislature website.

¢ The annotated version of the S.C. Code of Laws as well as history lines can be search.
e Complete access to all LSA Training materials and Training Calendar.

e The Legislative Staff Directory is accessible.

Internal Website

1. Click the Internal Website icon . There will be a brief waiting period while the
Internal Website loads.

1. The Internal — South Carolina
~| website will appear.

e

Legislature o 50 c] “a.

Fle Edt View Fawries Toos Hep

. 3 & v Pagev Swetyv Tookv @<

Chamber Video

ses Ev

Navigate to the desired link.
Click once to activate link.

Click the “x” in the upper right corner of the S.C. Legislative Leave System application
window to return to the Legislative Staff Portal.

To request assistance call the LSA Service Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Disconnecting from the Legislative Staff Portal

1. Click Log Off, when you’ve completed your remote access session.

\

Log

’ SC LEGISLATIVE STAFF PORTAL Mm ‘ elina

. B @ e m

Zode of Excel 2007 Internal Website Internet Explorer Leave System Outlook 2007

A confirmation window will be displayed - confirming that your session has been
disconnected.

You have been successfully disconnected from the S.C.
Legislative Staff Portal.

As a security measure, please close your browser window now.

2. LSA strongly advises that you Close your internet browser window
immediately to complete the log-off process.

5. Legislative Staff Portal Sessions are limited to three (3) hours.

To request assistance call the LSA Service Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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